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Communications External Capacity Internal Capacity 
Focus Tasks Focus Tasks Focus Tasks 
Web 
Development 

To develop and maintain the FTV 
website: content, media, events, 
etc. 

Public 
Outreach 

To seek out, schedule, plan and 
execute events. To maintain Meetup. 
To connect with the Public relations 
team for writing of media pieces 

Fundraising 
and finance 

To maintain the financial 
requirements of the society; 
complete check req's, file taxes and 
provide quarterly financial 
statements. To seek out and lead 
fundraising initiatives. 

Social Media To develop and oversee FTV's 
social media platforms: Facebook, 
Twitter, Google Plus, YouTube, 
and Flickr. 

Volunteer 
Coordination 

To create, prepare and maintain the 
necessary materials to educate new 
volunteers; talking points, FAQ's 
volunteer requirements and 
checklists. To coordinate volunteers 
for all FTV events. To maintain 
Salesforce volunteer account 

Member 
development 
 

To manage the FTV Salesforce 
database; To liaise with volunteer 
coordinator and newsletter developer 
to maintain contact lists. To maintain 
Salesforce member account. To 
develop and maintain FTV members, 
and appropriate systems for intake; 
mentorship and retention. To 
develop and main FTV's raffle 
program: seek out prizes, plan raffle 
and deliver prizes 

Public 
Relations & 
Media 

To liaise with media firms; to write 
press releases and advisory's for 
story's and FTV events that are 
media worthy. To maintain contact 
with media outlets and  maintain 
contact lists.   

Grocery, food 
service and 
work place 
engagement
  

To liaise with grocery stores and 
coffee shops; to provide materials 
when requested. To conduct an 
annual audit program of metro 
Vancouver. To build and maintain 
the Fair Trade finder. To inform the 
web developer with where to buy 
updates. To provide supply 
chain/availability data to design team 
for creation of materials 

Policy 
Development 

To set external contact guidelines; 
provide templates and responses. To 
develop and maintain organizational 
policies: endorsement strategies, 
ethical procurement, zero waste, 
paper sourcing etc. To maintain 
bylaws and legal requirements of the 
society. 

Design and 
Marketing 

To set and maintain FTV's Graphic 
Standards. To develop and fulfill 
design needs for FTV. To liaise 
with printers for completion of all 
FTV materials  

National 
Coordination 

To coordinate and develop national 
relationships; to liaise with other city 
groups and those engaged in 
national level programming. To work 
to promote and assist with Fair 
Trade towns and Fair Trade 
campuses 

Information 
technology 

To develop and maintain FTV;s IT 
needs. To liaise with the grocery 
department on grocery database, 
member/volunteer and newsletter 
leads on the personal database 
(Salesforce) and lastly with the web 
developer on all web needs 

    
Newsletter 

To acquire content and write 
monthly newsletter: send first 
Friday of each month. To maintain 
Saleforce newsletter account  

Partner 
Relations
  

To liaise and develop relationships 
with NGO's, Unions, Faith Groups, 
school boards, student groups, the 
certifying bodies and the Fair Trade 
vendors. To build and maintain 
partnerships and relationships with 
key players in all sectors. 

Research and 
Capacity 
building  

To research and write on Fair Trade 
related issues, events and changes: 
to inform the FTV team and public 
relations team about all news. To 
work with the finance department to 
seek out and develop financial 
resources; grants, proposals, 
revenue shares etc. 
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